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The Wyoming Department of Agriculture is committed to providing a safe, accident-
free, and healthy work environment for everyone.  However, safe and healthy 
conditions do not occur by chance.  They are the result of diligent work and careful 
attention to all Department policies by everyone. 
 
Safety demands cooperation on everyone's part.  Thus, it is important that 
communication be kept open at all times between the management and employees. 
Workers who notice hazards or other safety problems, or feel that they need 
additional training, must notify their supervisor.  Management and supervisors at all 
levels must address these concerns and take corrective action when warranted. 
 
Everyone is obligated to know the safety standards for their area or job, and just as 
important, to abide by them.  Supervisors must instill a positive attitude and safety 
awareness in their workers through personal adherence, personal contact, training, 
and regularly scheduled safety meetings.  It is the duty of all employees to perform 
their work with maximum regard for the safety of themselves, co-workers and the 
public at large. 
 
Our safety policies are based on past experience and current standards, and are also 
an integral part of the Department’s internal policies and the State’s personnel 
policies.  This means that compliance with the policies is a condition of employment 
and must be taken seriously.  Failure to comply is sufficient grounds for disciplinary 
action or for termination of employment. 
 
Safety and health are a top priority in this organization and is every bit as important 
as productivity and quality.  In fact, they go hand in hand.  Of course, the best 
reason for you to observe these policies is because it's in your own self-interest.  
Conscientiously following them can help you stay safe, healthy, and able to work, 
play, and enjoy life to its fullest. 
  
 
 
 
Jason Fearneyhough 
Director 
Wyoming Department of Agriculture 
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OCCUPATIONAL HEALTH AND SAFETY ACT  
  
The Wyoming Occupational Health and Safety Act became effective January 1, 
1974.  It provides that every employer engaged in business in the State of Wyoming 
shall: 
 

A.  Furnish to each employee a place of employment free from recognized 
hazards that are causing or likely to cause death or serious physical harm. 
 
 B. Comply with occupational health and safety standards and rules, 
regulations and orders pursuant to the Act that are applicable to company business 
and operations. 
 
 C. Comply with, and require all employees to comply with, occupational 
health and safety standards and regulations under the Act which are applicable to 
their actions and situations. 
 
 D. Encourage employees to contact their immediate superior for 
information that will help them understand their responsibilities under the Act. 
 

SAFETY PLAN OBJECTIVES  
 
This safety plan is designed to protect the health and safety of each and every 
employee.  To create and maintain a safe working environment, every employee 
must take part and safety must be everyone’s priority.  All employees must take 
safety seriously and strive for a work environment that is free from all avoidable 
hazards. 
 
The Wyoming Department of Agriculture (WDA) recognizes the importance of 
safety in the workplace and is committed to making the workplace as safe as 
possible.  This will be accomplished by utilizing a proactive approach to recognize 
existing and potential hazards.  The following are the objectives that we have set: 
 
 A.   Protect the safety and health of all employees at the WDA. 
 
 B.   Require employees to make the safety of themselves, co-workers and 
the public a priority. 
 
 C.   Require employees to perform their job in a manner consistent with the 
safety objectives and policies established by the WDA. 
 D.   Provide safeguards to the maximum extent possible. 
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 E.   Conduct safety inspections to identify and eliminate unsafe working 
conditions to the maximum extent possible. 
 
 F.   Conduct required training for employees so that they fully understand 
the information necessary to perform their jobs safely. 
 
 G.   When safeguarding is not possible the WDA, when required, will 
provide the necessary personal protective equipment (PPE) and instruct its 
employees in its proper use and care. 
 
 H.   Investigate all accidents to determine the cause and use the 
information to correct any hazardous conditions and to prevent similar future 
accidents. 

 
HEALTH AND SAFETY RESPONSIBILITIES  

 
DIVISION MANAGERS 
 
 A.   Ensure that all necessary policies, programs and training are developed 
implemented and followed. 
 
 B.   Provide for all necessary resources and time to allow for the 
development and promotion of a safe working environment. 
 
 C.   Ensure that proper disciplinary action is taken when required for 
safety violations and that performance appraisals accurately reflect employees’ 
regard or disregard for safety practices. 
 
 D.   Maintain open lines of communication with all employees in 
identifying and assessing hazards and for the prevention of accidents. 
 
 E.   Shall be responsible for naming a representative from the division to 
serve as the Division’s Safety Officer and on the Department Safety Committee. 
 
DIVISION SAFETY OFFICERS 
 
 A.   Represent their division on the Department Safety Committee; attend 
Safety Committee meetings as required by the Department Safety Officer. 
 
  

B.   Conduct division wide safety training when appropriate or necessary 
and documents all training to employee personel files.  
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 C.   Perform accident investigations as required. 
 
 D.   Perform health and safety inspections of division work areas as needed 
or required. 
 
 E.   Work with supervisors to determine proper PPE for division 
employees. 
 
 F.   Maintains a current file of all MSDS’s as needed by their division and 
ensures that updates are sent to the Department Safety Officer for changes to the 
WDA master MSDS file. 
 

G.   Recommend budget items and policy changes relating to safety to their 
respective manager. 
   
SUPERVISORS 
 
 A.    Regularly examine and inspect the work of subordinates to ensure that 
all work is being performed in a safe manner. 
 
 B.   Take immediate action to correct unsafe conditions or work practices 
and implements changes as needed. 
 
 C.   Inform Division Manager, Division Safety Officer and Department 
Safety Officer of new hazards due to equipment or workplace changes and make 
recommendations on how to protect employees from the hazard. 
 
 D.   Inform Division Manager, Division Safety Officer and Department 
Safety Officer of the need for additional or new training and/or personal protective 
equipment (PPE). 
 
 E.   Recommend disciplinary action to Division Manager. 
 
 F.   Report subordinate injuries as required according to the accident 
reporting procedures described in this plan. 
 
 G.   Assist with all accident investigations as required. 
 
 H.   Lead by example by conducting all work in a safe manner. 
 
 I.   Conduct training for subordinates when appropriate or necessary. 
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DEPARTMENT SAFETY OFFICER 
 
 A.   Reviews all safety training and safety plans to ensure compliance and 
frequency of training.  Revises Department safety plan as needed to reflect current 
hazards and standards. 
  
 B.   Assists management and supervisors in the health and safety training of 
employees. 
 
 C.   Conducts hazard assessment inspections to identify unhealthy or unsafe 
conditions or work practices. Discusses options and offers solutions to abating any 
recognized hazards. 
 
 D.   Recommends programs and activities that will develop and maintain 
an incentive for and motivation of employees in health and safety. 
 
 E.   Develops and maintains accident and incident investigation and 
reporting procedures and systems.  Investigates serious or reportable accidents and 
incidents and takes action to eliminate the causes.  
  
 F.   Maintains a current knowledge of OSHA requirements and changes 
and how they affect the WDA.  Keeps the Department Safety Manager informed of 
findings. 
 
 G.   Assembles Department Safety Committee at least annually for updates 
on Department safety initiatives.  This Committee includes: Division Safety Officers 
and/or Division Managers and the Department Safety Manager/Administrative 
Services Manager. 
 
DEPARTMENT SAFETY MANAGER/ADMINISTRATIVE SERVICES 
MANAGER 
 
 A.   Administers all aspects of the occupational health and safety program.  
 Serves on Department Safety Committee and assures adequate representation from 
each division on the Committee. 
 
 B.   Recommends disciplinary action for repeat health and safety 
violations. 
 
 C.   Maintains the state health and safety poster, emergency telephone 
numbers, OSHA Form 300 and other notices required by Wyoming Workers’ 
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Safety.  Ensures this information is posted in an area where it can be viewed by 
employees. 
 
 D.   Reports accidents that result in an occupational fatality or three or 
more hospitalized workers to Wyoming Workers’ Safety at 778-7786 within eight 
(8) hours of occurrence. 
 
 E.   Maintains all records and reports of accidents that have taken place 
during WDA operations.   
 
 F.   Ensures that employee's Report of Occupational Injury or Disease 
report is filed with the Workers' Compensation office within ten days of employee's 
notification of an occupational injury or disease. 
 
 G.   Processes all paperwork associated with accidents, on-site inspections 
and in-house audits and maintains a permanent record of these for WDA files. 
 
 H.   Maintains all medical records, evaluations and exposure monitoring 
records for a period of 30 years. 
 
 I.   Maintains all training records as part of personnel records. 
 
ALL DEPARTMENT OF AGRICULTURE EMPLOYEES 
 
 A.   Conduct all work in a safe manner. 
 
 B.   Report any unsafe conditions to Supervisor, Division Manager and/or 
Division Safety Officer or Department Safety Officer and suggests ways to correct 
the hazard(s). 
 
 C.   Understand the importance of working in a safe manner. 
 
 D.   Assist with accident investigations as required. 
 
 E.   Inform Supervisor of any and all injuries according to the accident 
reporting procedures in this plan. 
 
 F.   Use PPE properly and maintain all PPE in a state of good repair. 
 
 G.   Inform Supervisor of need for additional or new training and/or PPE. 
 
 H.   Attend all required safety training. 
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HEALTH AND SAFETY TRAINING  

 
Training and education cannot be over-emphasized as a means of learning a 
healthful and safe approach to our work.  Knowledge of the safety rules and how 
and when to function under the rules, supplemented by compliance, is essential to 
safety. 
 
Employees shall receive appropriate training and continuing education for the 
knowledge, skill and information necessary to conduct all work activities in a 
healthy and safe manner prior to hazardous exposures.  This training may be formal 
or informal, including on-the-job training by supervisors or lead workers.  
 
Various individual Wyoming Workers' Safety programs specify that training be 
provided to employees.   Division Managers, Division Safety Officer and 
Supervisors will ensure all employees are scheduled and provided this training as 
required.   
 
 A.  New Employee orientation 

 
New employees shall receive an initial health and safety orientation.  This 

orientation may be conducted by the employee’s supervisor, Division Safety Officer 
or the Department Safety Officer.  The orientation shall consist of a review of the 
WDA safety plan and the employee’s applicable division appendix, emergency 
procedures applicable to the employees work station, general safety and health 
rules, major hazards and protections, including the fitting and issuance of any 
required PPE. The employee shall be instructed on the proper care, use and storage 
and replacement of assigned PPE at this time.  Employees shall sign for any 
equipment and training received. Re-orientation may be necessary when an 
employee changes job duties or locations or if the change involves significant new 
hazards or protections. 
 
  
 
 

B.  Supervisor health and safety training 
  
 First-line Supervisors are close to the work and have direct responsibility for 
personnel doing the work. The first prerequisite for effective health and safety 
supervision is an understanding of the hazards, protections, and emergency 
procedures associated with the supervised work.  All Supervisors must show 
knowledge of the hazards associated with their particular duty area and be able to 
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show proper ways to abate those hazards. 
 
 C.  Supervisors’ responsibility for training  
 
 In addition to hazard awareness, recognition and controls, Supervisors need 
to be able to train and motivate their subordinates to: recognize hazards, follow 
emergency procedures and use proper protective measures to deter accidents.  
Supervisory effectiveness is vital to quality health and safety performance. 
Supervisors may need coaching or specialized training to acquire these supervisory 
skills.  
 
 D.  Managers’ health and safety training 
 

Managers shall lead by example.  Therefore they must at least be trained to 
provide for their personal health and safety. They shall also be trained to exercise 
leadership roles regarding health and safety issues throughout the workplace.  
Managers shall also be responsible for the oversight of training of their Division 
Safety Officers. 
 
 E.  Management health and safety training  
 

Managers must understand both the way and extent to which effective health 
and safety protection impacts the overall effectiveness of the business.  Accidents 
and injuries cost money and affect the Department’s morale.  Managers who 
understand this are far more likely to ensure that the health and safety management 
system operates as needed. 

 
HAZARD IDENTIFICATION AND ASSESSMENT 

 
 A. Comprehensive health and safety surveys  
 

The Department Safety Officer, in conjunction with Division Safety Officers, 
shall conduct annual comprehensive hazard surveys to identify new or existing 
hazards as well as to find ways to correct the hazards.  
 
  
 

B. Regular in-house health and safety self-inspections  
 
 The WDA health and safety program will be reviewed annually by the 
Department Safety Officer and the Division Safety Officers.  The purpose of regular 
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in-house health and safety inspections is to identify hazards and unsafe practices 
before they cause an injury or accident.  
 
 C. Surveillance of Established Hazard Controls 
 

Surveillance for workplace hazards shall be a constant and on-going process. 
 Daily surveillance by all employees is necessary for the elimination of hazards 
before an accident or incident occurs.   
 
 D. Hazard Reporting System 
 
 It is the responsibility of everyone (Managers, Supervisors and all employees) 
to identify, report, and correct all possible hazards.  Employees are particularly 
important in this process as they are in the best position to identify hazards in the 
workplace and day-to-day operations.  Reporting hazards is a protected activity and 
no action will be taken against anyone for identifying unsafe conditions.  Reports of 
hazards may be made to any of the following: Department Safety Officer, Division 
Manager, Division Safety Officer, or immediate Supervisor. 
 
 E. Change Analysis 
 
 All levels of the organization shall be responsible for current and future 
planning activities involving changes in facilities, equipment, materials, or 
processes, including the safety and health aspects of such changes. Planning 
procedures shall ensure the safety and health input of appropriate personnel such as, 
the Division Safety Officer and affected Supervisors and employees. This is 
particularly necessary for new activities or processes.  
 
 F.  Accident Investigation 
 

Accidents involving personal injury or property damage shall be investigated. 
 This investigation shall be conducted by the Department Safety Officer and include 
the injured employee, immediate Supervisor, Division Safety Officer and any 
witnesses.  The Safety Committee and/or Department Safety Manager may also be 
included as needed.  The results of this investigation shall be documented and 
include the root cause of the accident.  This investigation shall not be concluded 
until there is a recommendation or procedural change to prevent another similar 
accident. 
 
 G.  Incident Investigation 
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Any health and safety incident is also known as a “near miss" event.  All 
employees are encouraged to report any health and safety incident to their 
immediate Supervisor, Division Safety Officer or Division Manager.  Upon the 
Supervisors or Division Managers recommendation the Department Safety 
Committee, Department Safety Officer, and/or the Department Safety Manager may 
be called upon for assistance. The purpose of this “near miss” investigation is to 
create a recommendation or procedural change to prevent another similar “near 
miss.” 
 
 H.  Material Safety Data Sheets 
 

Material Safety Data Sheets (MSDS) shall be reviewed and evaluated to 
assist in the prevention, elimination, or control of workplace hazards posed by 
chemical products. 
 
 I.  Effective job hazard assessment 
 

Identified hazardous job activities shall be subject to a job hazard assessment. 
 Job hazard assessments are a formal technique for hazard detection involving 
careful study and recording of each step in a job, identifying existing or potential 
hazards associated with each step, and determining the best way to perform the job 
to reduce or eliminate these hazards. Job hazard assessments will be conducted with 
either the Department or Division Safety Officer and the WDA employee 
performing the job.  When more than one employee will be conducting the same job 
more than one hazard assessment is preferred but not required. 
 
 J.  Expert hazard analysis  
 

Identified hazardous job activities may be subjected to an expert hazard 
analysis.  Such analysis may consist of, but is not limited to industrial hygiene 
testing, ergonomic evaluations, and other specialized safety and health services.  
These analyses shall only be authorized by the Department Safety Manager at the 
request of the Division Safety Officer or Department Safety Officer. 

 
 
 

HAZARD PREVENTION AND CONTROL  
 

A.  Feasible engineering controls 
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The hazards identified during the hazard identification and assessment shall 
be controlled by the hierarchy of: engineering controls, administrative controls and 
lastly, personal protective equipment.  Even though engineering and administrative 
controls may not eliminate the hazard, these controls shall be instituted to the 
maximum extent feasible. 
 
 B.  Health and safety rules and work practices  
 

The WDA has developed a basic set of health and safety rules which are 
attached as Appendix A.  Additionally, each division has adopted a set of health and 
safety rules, these are attached as appendices.  These basic rules are established as 
minimal standards.  Failure to comply with these basic rules may result in 
disciplinary action. All employees shall be instructed in these requirements prior to 
any relevant exposures. 
 
 C.  Applicable OSHA-mandated programs   
 

Any mandated program as applicable to the WDA shall be developed and 
implemented.  Specific programs are included within the appropriate division’s 
health and safety plans. 
 
 D.  Personal protective equipment 
 

The WDA has conducted a Personal Protective Equipment (PPE) 
Assessment. PPE is appropriate and has been made available, as required, when 
needed for employee duties.  Employees have been trained to ensure that PPE is 
carefully maintained and properly used. 
 
 E.  Housekeeping 
 

The appearance of the facility as maintained with proper housekeeping is 
defined in the Department’s basic health and safety rules found in Appendix A.  
 
  

F.  Emergencies 
 

The WDA has planned and prepared for reasonably anticipated emergency 
situations.  Emergency situations include fire, natural disasters known to the area, 
catastrophic failures in the Department or neighboring facilities, workplace violence, 
and perhaps, terrorist acts.  The Department’s plans for these events are located in 
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the “Wyoming Department of Agriculture’s Emergency Response Plan”. This plan 
will be reviewed at least annually by the Department Safety Officer. 
 
 G.  Emergency medical care 
 

In the event of a major emergency medical situation contact your local 
emergency medical services provider by dialing 911 (or 9-911 within the state 
phone system in Cheyenne).  Minor injuries may be treated at the first aid stations 
located throughout the Departments facilities.  Contact your Supervisor as soon as 
possible, but no later than 72 hours after the accident to inform them of your 
accident, any resulting injuries and your condition. 
 
 H.  Preventive maintenance program  
 

Preventive maintenance is important because equipment failures can cause 
accidents, injure employees, damage property and otherwise be very costly.  
Preventive maintenance consists of following the manufacturer’s recommendations, 
performing scheduled maintenance and responding to employees’ concerns and 
repair requests.  Defective equipment shall be tagged out of service and locked-out, 
if appropriate. 
 
 I. Tracking hazard corrections 
 

All identified hazards from inspections, job surveillance and employee 
concerns shall be documented and tracked to verify corrective actions.  In addition, 
all scheduled maintenance activities and repair orders shall be documented and 
tracked to verify the completion or corrective action.  Corrective actions shall be 
completed in a timely manner pending its seriousness.  Corrective actions taking 30 
days or longer shall be reviewed by the Department Safety Officer and may need to 
be referred to the Department Safety Manager in order to be resolved. 
 

 
 

HAZARD PLANNING AND EVALUATION  
 

 A.  Injury/illness data analysis 
 
 The OSHA Form 300 log of all recordable occupational injuries and illnesses 
is maintained in the WDA’s Cheyenne office (Smith Building) for each work 
facility.  The summary section of the OSHA Form 300 will be posted at that location 
by February 1st of the following year and remain in place until April 30th. 
Workplace injury and illness data shall be evaluated and analyzed to enumerate 
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injury and illness types, to detect time trends and spatial patterns, and to determine 
proportional distributions among operations and personnel. Results of the analyses 
are useful in detecting hazards and setting priorities for hazard corrections.  
 
 B.  Hazard incidence data analysis 
 

Data regarding “near misses” shall be evaluated and analyzed to enumerate 
hazard types, to detect time trends and spatial patterns, and to determine 
proportional distributions among operations, equipment and personnel. The results 
of the analyses will be used in setting hazard prevention priorities.  
 
 C.  Health and safety goals and objectives 
 

The Departments goal is to reduce the workers’ compensation loss ratio of 
injury claims cost versus premiums paid by 10% per year.  This will achieve a 
workers’ compensation base rate discount in the Wyoming Safety Discount 
Program. 
In addition, it shall be the goal of this Department to eventually reduce occupational 
injuries and illnesses to below the national Lost Workday Incidence (LWDI) 
average for our Standard Industrial Classification (SIC) code. 
 
 D.  Health and safety action plan 
 
 The health and safety goals for the WDA shall be achieved by comprehensive 
health and safety hazard inspections, accident and incident investigations for root 
causes, adequate and necessary training for all employees.  
 
 E.  Annual review of the overall health and safety program 
 
 The WDA shall perform an annual audit of the organizational safety and 
health program and of all applicable OSHA-mandated programs as well. 
 

WORKERS' COMPENSATION CLAIMS MANAGEMENT  
 

The following actions shall be taken on all accidents/injuries being submitted as a 
Workers' Compensation claim. 
 
 A.  Injured employees must report all accidents/injuries to their supervisor 
immediately (within 72 hours), who in turn will notify other appropriate Department 
officials, such as the safety manager or claims manager.  Accidents/incidents may be 
investigated by the Division Safety Officer, Department Safety Officer, Supervisor, 



 

 
 
 14 

or Division Manager to determine the facts and take corrective action to prevent 
recurrence. 
 
 B. Employees, within ten (10) days after notification to the employer, 
must complete the Worker Information section only of the Workers' Safety and 
Compensation Report of Occupational Injury or Disease forms package. 
 
 C.  The appropriate Division Manager or Administrative Services Manager 
will complete the Employer's Information section of the same report within ten days 
of the notification. 
 
 D. The Administrative Services Manager will ensure that the Wyoming 
Workers' Safety and Compensation Division is notified as appropriate by filing the 
above report within ten days of the notification. 
 
 E. The accident investigation must confirm that the injury was job related 
for the resultant claim to be valid. 
 
 F. Injured employees will be entered into a modified job program if such 
work is available, i.e., light duty, restricted duty, part time duty, when such is 
recommended by the attending physician. 

 
DRUG-FREE WORKPLACE  

 
 A.   It is the policy of the State of Wyoming to maintain a workplace free 
of substance abuse. 
  
 B.   A list of community resources that provide substance abuse treatment 
and prevention services shall be posted on the bulletin board where they may be 
regularly viewed by employees.  The Department of Health also provides 
information on their website, or may be contacted directly. 
 
 C.   Reporting to work or performing work for the WDA while impaired 
by or under the influence of illegal drugs or alcohol is prohibited. Testing for drug or 
alcohol use is not required in determining whether an employee is impaired by or 
under the influence of drugs or alcohol. Eyewitness evidence of unusual behavioral 
and physical signs and symptoms can be used to determine whether an employee is 
impaired or under the influence of drugs or alcohol. 
 
 D.   The illegal use, possession, dispensation, distribution, manufacture or 
sale of a controlled substance by an employee in the workplace is prohibited. 
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 E.   Violation of such prohibitions by an employee shall result in discipline 
or dismissal in accordance with the State of Wyoming Personnel Rules and 
applicable agency policies and procedures. 
  
 F.   The conviction of an applicant or employee for the illegal use, 
possession, dispensation, distribution, manufacture or sale of a controlled substance 
outside the workplace shall be taken into consideration in determining job 
qualification or in administering disciplinary action up to and including dismissal. 
 
 G.   All State of Wyoming buildings and vehicles are smoke free work 
places.  Smoking is not allowed in these areas.  This includes all WDA buildings 
and vehicles, including permanently assigned vehicles. 
 

APPENDIX A  
Wyoming Department of Agriculture 

HEALTH AND SAFETY RULES 
 
In order for a health and safety program to be effective, it is vital that it be 
understood and implemented at all levels from management to all employees. 
 
The following are the primary Wyoming Workers’ Safety occupational health and 
safety rules and regulations applicable to our operations that must be adhered to. 
 
 A.  General Workplace Safety Rules 
 

1. Report unsafe conditions to your immediate supervisor. 
 
 2. Promptly report all accidents/injuries/incidents to your immediate 
supervisor. 
 
 3. Use eye and face protection where there is danger from flying objects 
or particles, (such as when grinding, chipping, burning and welding, etc.) or from 
hazardous chemical splashes. 
 
 4. Dress properly.  Wear appropriate work clothes, gloves, and shoes or 
boots.  Loose clothing and jewelry shall not be worn. 
 
 5. Operate machines or other equipment only when all guards and safety 
devices are in place and in proper operating condition. 
 
 6. Keep all equipment in safe working condition.  Never use defective 
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tools or equipment.  Employees shall report any defective tools or equipment to their 
immediate supervisor. 
 
 7. Properly care for and be responsible for all personal protective 
equipment (PPE).  Wear or use any such PPE when required. 
 
 8. Lockout or tagout or disconnect power on any equipment or machines 
before any maintenance, un-jamming, and adjustments are made. 
 
 9. Do not leave materials in aisles, walkways, stairways, work areas, or 
other points of egress. 
 
 10. Practice good housekeeping at all times. 
 
 11. Training on equipment is required prior to unsupervised operation. 
 
 12. Compliance with all State of Wyoming and WDA safety rules and 
policies is required at all times. 
 
 B.  Housekeeping 
 
 1. Proper housekeeping is the foundation for a safe work environment. 
 
 2. All work areas, floors, aisles, and stairways will be kept clean and 
orderly, and free of tripping and slipping hazards.  Oils, greases, and other liquids 
will be immediately cleaned up if spilled. 
 
 3. Combustible scrap, debris, and garbage shall be removed from the 
work area and disposed of properly at frequent and regular intervals. 
 
 4. Stairways, walkways, exit doors, areas in front of electrical panels and 
accesses to fire fighting equipment will be kept clear of storage, materials, supplies, 
trash, and other debris at all times. 
 
 5. Overhead storage areas will be marked as to maximum load rating. 
  

C.  Fire Prevention 
 
 1. All portable fire extinguishers located in buildings will be 
conspicuously located, accessible and maintained in operating condition.  Portable 
fire extinguishers located in WDA vehicles will be maintained in operating condition 
and located so as to provide access.  All portable fire extinguishers will receive a 
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monthly visual inspection and when required an annual service check.  These will be 
documented on a tag on the extinguisher or on another form. 
 
 2. Exits will be marked as such by a readily visible sign.  Other doors 
likely to be mistaken for an exit will be marked as to their character or "Not an 
Exit.” 
       
 3. Only approved safety cans shall be used for handling or storing 
flammable liquids in quantities greater than one gallon.   
 
 4. When heat producing equipment is used, the work area must be cleared 
and kept clear of all fire hazards and sources of potential fires. 
 
 5. Fire extinguishers will be readily available at all times when utilizing 
heat-producing equipment. 
 
 D.  Industrial Hygiene and Occupational Health 
 
 1. All automated external defibrillators (AED) will be conspicuously 
located, accessible and maintained in operating condition.  All AED’s will be 
checked each month and maintained according to the manufacture’s standards.  
These will be documented on a tag on the AED or on another form. 
 
 2. Employees exposed to noise levels above the permissible noise level 
will be placed in a hearing conservation program.  Hazardous noise areas will be 
posted and hearing protection worn in those areas as required. 
 
 3. Employees exposed to harmful gases, fumes, dust and similar airborne 
hazards will be furnished protection through proper ventilation or personal 
respiratory equipment. 
 
 E.  Personal Protective and Related Equipment 
 
 1. Personal protective equipment (PPE) must be worn as required in all 
operations where there is an exposure to hazardous conditions.  This exposure is 
determined by a personal protective equipment hazard assessment of the workplace 
by the supervisor, division safety officer or Department safety officer.  Equipment 
selection and wearing requirements are determined from this assessment. 
 
 2. Safety glasses, goggles, or face shields will be worn in those areas 
where there is a reasonable probability of injury to the eye from flying particles, 
molten metal, chemicals/acids/caustics, light radiation or other eye hazards. 
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 3. Head protection (hard hats) will be worn for protection from falling 
objects or work near energized electrical contact.  
 
 4. Foot protection will be worn where there is danger to the foot 
from falling/rolling objects, objects piercing the sole or electrical hazards.  
 
 5. Hand protection is required when hands may be exposed to 
severe cuts/abrasions, chemical/thermal burns or chemical contact/absorption. 
 
 6. Appropriate gloves, aprons, goggles, and boots will be used when 
necessary for protection against acids and other chemicals which could injure 
employees. 
 
 7. Respiratory equipment is needed for protection against toxic and 
hazardous fumes/dusts.  Employees needing respiratory protection shall follow all 
rules and guidelines as set forth in the WDA respiratory protection program. 
 
 8. The use of safety harnesses, and lanyards is required when working 
more than six feet above a floor or ground level and there are no guardrails or other 
forms of fall protection.  Each employee will be on a separate safety line, and this 
line will be adjusted so that the employee cannot fall more than four feet.  
Employees shall use two lanyards and approved attachment methods to ensure that 
they are always connected to an attachment point. 
 
 9.  Employees shall inspect their PPE on an annual basis or prior to each use 
whichever occurs more frequently. 
 
 F.  Lockout/Tagout Program 
 
 1. Before any work or maintenance is performed on any machine, 
equipment, tool, or electrical system, they will be made totally safe before 
work starts by removing any source of energy or power to them, such as 
electrical, air/hydraulic pressure, spring/stored energy, or thermal (heat/cold). 
 
 2. The Lockout/Tagout Program provides for a safe method of 
working on, near, or in machinery or equipment that can cause serious injury. 
 This program will be used by all employees to ensure that the machine or 
equipment is stopped, isolated from all potentially hazardous energy sources, 
and locked out before employees perform any servicing or maintenance 
where the unexpected energizing or start-up of the machine or equipment, or 
release of stored energy, could cause injury. 
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 G.  Electrical 
 
 1. Live electrical parts shall be guarded against accidental contact by 
cabinets, enclosures, location, or guarding.  Open circuit breaker openings or knock 
out holes, broken receptacles/switches, missing covering plates, etc., will be 
reported to supervisors for repair or replacement. 
 
 2. Working and clear space around electric equipment and distribution 
boxes will be kept clear and assessable. 
 
 3. Circuit breakers, switch boxes, etc. will be legibly marked to indicate 
its purpose. 
 
 4. All extension cords and electric powered tools (except double 
insulated) will be grounded.  Ground prongs will not be removed. 
 
 5. Electric cords and their strain relief devices will be in good 
condition, with no splices. 
 
 6. Electric wiring/cords entering/exiting any panel/control/junction 
box will be secured with clamps or other appropriate strain relief device. 
 
 7. Extension cords and other flexible cords will not be used in lieu of 
permanent wiring and receptacles.  Cords will not be run through holes in doors, 
walls, windows, nor will they be fastened to walls, poles, equipment, etc. 
 
 8.      All lamps below seven feet used for general illumination will have the 
bulbs protected against breakage. 
 
 H.  Guarding 
 
 1. All flywheels, shafting, pulleys, belts, gears, sprockets, chains, and fan 
blades will be guarded or enclosed when located below seven feet above the floor or 
work platform. 
 
 2. Guards installed on machinery and equipment, such as air compressors, 
conveyors, drill presses, etc., will not be removed when operating.   Guards 
removed for servicing or other work on the machine or equipment will be 
immediately replaced upon completion of the work. 
 
 3. Woodworking equipment, such as power saws, radial arm saws, or 
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table saws, nor portable abrasive grinders, will not be operated unless all required 
guards are in place.  Featherboards and pushboards will be used when necessary. 
 
 I.  Compressed Gas Cylinders 
  
 1. All gas cylinders shall have their contents clearly marked on the 
outside of each cylinder. 
 
 2. Cylinders must be transported, stored, and secured in an upright 
position.  They will never be used as rollers or supports. 
 
 3. Cylinder valves must be protected with caps when being stored.  
Cylinders not actively being used shall be stored with the main valve closed. 
 
 4. Oxygen cylinders and fittings will be kept away from oil and grease.  
Oxygen cylinders will be stored at least 20 feet from any fuel gas cylinder, or 
separated by a fire barrier at least five feet high. 
 
 5. When cylinders are hoisted, they will be secured in a cradle, sling-
board, or pallet.  Valve protection caps will not be used for lifting cylinders from 
one vertical level to another. 
 
 J.  Ladders 
 
 1. Ladders will be inspected frequently to identify any unsafe conditions.  
Those ladders which have developed defects will be removed from service, and 
repaired or replaced.  They will be tagged or marked as such. 
 
 2. Portable ladders will be placed to prevent slipping, or if used on other 
than stable, level, and dry surfaces, will be tied off or held.  A simple rule for setting 
up a ladder at the proper angle is to place the base from the vertical wall equal to 
one-fourth the working length of the ladder. 
 
 3. Portable ladders will extend at least three feet above the upper level to 
which the ladder is used to gain access. 
 
 4. The top of a stepladder will not be used as step. 
 
 5. Only one person will be on a ladder at a time. 
  

K.  Flammable and Combustible Liquids 
 



 

 
 
 21 

 1. Only approved safety cans, original containers, or portable tanks will 
be used to store flammable or combustible liquids. 
 
 2. No more than 25 gallons of Class IA and 120 gallons of Class IB, IC, 
II, or III liquids may be stored outside a storage cabinet or an inside storage room. 
 
 L.  Cranes/Hoists 
 
 1. All cranes/hoists will be inspected prior to each use/during use to make 
sure it is in safe operating condition. 
 
 2. A monthly inspection of hooks, running ropes, and hoist chains 
will be made and a certification record to include date, inspector signature, 
and hook/rope/chain identifier will be maintained.  Monthly inspections are 
not required when the units will be idle for extended periods of time (45 days 
or more).  An inspection is required prior to returning the units to service. See 
1910.179(j) for inspection requirements. 
 
 3. Regardless of frequency of use all cranes deemed useable will 
be inspected annually.  See 1910.179(j) for inspection requirements. 
 
 4. The rated load of the crane/hoist will be plainly marked on each side of 
the crane.  If the crane has more than one hoisting unit, each rating will be marked 
on the unit or its load block. 
 
 5. Loads will never be swung over the heads of any person in the area. 
 
 6. When needed, tag lines must be used to control loads and keep 
workers away. 
 
 7. Loads, booms, and rigging will be kept at least 10 feet from energized 
electrical lines. 
 
 8. Job or shop hooks or other makeshift fasteners using bolts, wire, 
etc. will not be used. 
 
 9. All slings will be inspected each day before use.  Damaged or defective 
slings will be immediately removed from service.  In addition, alloy chain slings will 
receive a thorough inspection periodically (at least annually). 
 
 10. Alloy steel chain slings, metal mesh slings, and synthetic web slings 
will have permanently affixed identification, markings, or coding to show rated 
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capacities. 
 
 11.  Custom made lifting hooks shall be “proof-tested” to 125% of their 
maximum working load.  Custom made lifting hooks shall be proof-tested at least 
every 2 years. 
 
 M.  Welding and Brazing 
 
 1. Combustible material will be cleared for a radius of 35 feet from the 
area around cutting or welding operations.  If the combustible material cannot be 
cleared or the work cannot be moved, then the welding/cutting will not be done. 
 
 2. Welding helmets and either safety glasses or goggles will be worn for 
eye protection and to prevent flash burns.  Eye protection will be worn to guard 
against slag while chipping, grinding and dressing of welds. 
 
 3. Welding screens will be used and in proper position to protect 
nearby workers from welding rays. 
 
 4. Cables, leads, hoses, and connections will be placed so that there is no 
fire or tripping hazards.  Cables will not be wrapped around the welder's body. 
 
 5. Adequate ventilation is a required for any welding or cutting operation. 
 
  

N.  Tools 
 
 1. Hand tools with broken/cracked handles, mushroomed heads, or 
other defects will not be used.  Files will have handles installed. 
 
 2. Take special precautions when using power tools.  Defective tools will 
be removed form service. 
 
 3. Power tools will be turned off and motion stopped before setting tool 
down. 
 
 4. Tools will be disconnected from power source before changing drills, 
blades or bits, or attempting repair or adjustment.  Never leave a running tool 
unattended. 
 
 5. Power saws, table saws, and radial arm saws will have operational 
blade guards installed and used.  Anti-kickback teeth and spreaders will be used 
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when ripsawing. 
 
 6. Portable abrasive side-winder grinders will have guards installed 
covering the upper and back portions of the abrasive wheel.  Wheel speed ratings 
will never be less than the grinder RPM speed. 
 
 7. Pedestal grinders will be permanently mounted, tool rests installed and 
adjusted to within 1/8 inch of the wheel, tongue guards installed and adjusted to 
within 1/4 inch of the wheel, and side spindle/nut guards installed. 
 
 8. Air compressors will be drained frequently to prevent buildup of water 
in the tank. 
 
 9. Compressed air will not be used for cleaning purposes except when 
pressure is reduced to less than 30 PSI by regulating or use of a safety nozzle, and 
then only with effective chip guarding and proper personal protective equipment. 
 
 10. Any employee-furnished tools of any nature must meet all Wyoming 
Workers' Safety and ANSI requirements prior to use. 
 
 O.  Safety Railings and Other Fall Protection 
 
 1. All open sided floors and platforms four feet or more above adjacent 
floor/ground level will be guarded by a standard railing (top and mid rail and 
toeboard if required). 
 
 2. All stairways of four or more risers will be guarded by a handrail, or 
stair rails on the open side.  Handrails or stair rails will be provided on both sides if 
the stairs are more than 44 inches wide. 
 
 3. When a hole or floor opening is created during a work activity, a cover 
or a barricade must be installed immediately. 
 
 4. Safety harnesses, belts, lanyards, lines, and lifelines may be used in 
lieu of other fall protection systems to provide the required fall protection. 
 
 5. Adjustment of lanyards must provide for a not more than a six foot fall, 
and all tie off points must be at least waist high. 
 
 P.  Forklifts  
 
 1. Only authorized and trained employees will operate forklifts and 
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other industrial trucks. 
 
 2. Safe speeds, load handling, turning, and other safe driving 
practices will be followed at all times. 
 
 3. Operators will ensure loads are stable and/or secure before 
moving. 
 
 4. Employees will not operate any forklift that is in need of repairs, 
defective, or unsafe.  Such forklifts will be removed from service for repair. 
 
 Q.  Driving Safety 

 
 1. All vehicle operators are required to have a current and valid drivers’ 
license for the vehicle to be operated, i.e., motorcycles, trucks, commercial drivers’ 
license (CDL). 
 
 2. Unauthorized use of state/department vehicles shall not be permitted. 
 
 3. All cargo or other items, i.e., laptops, suitcases, etc, shall be loaded 
and secured to prevent them from creating hazards in the event of hard braking. 
 
 4. Prior to entering the vehicle, operators shall visually inspect the entire 
vehicle looking for broken windows, light covers, low tire pressure, etc.  Any 
damage shall be reported to the employee’s supervisor.   
 
 5. The operator shall check and adjust all mirrors to ensure proper vision. 
 
 6. All occupants shall fasten their seat belts.  The vehicle shall not be 
started until all occupants have fastened their seat belts. 
 
 7. The operator shall locate all gauges and switches for proper function 
and location prior to operation of the vehicle.  Brakes shall be tested prior to on–
road use to determine their effectiveness. 
 
 8. Operator’s shall obey all traffic laws and posted speed limits while 
operating the vehicle. 
 
 9. Vehicles shall NOT be operated while under the influence of alcohol or 
drugs which may impair the operator’s driving ability.  This includes some 
prescription drugs and over-the-counter drugs.. 
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 10. Cell phone operation shall only be conducted while stopped and out of 
traffic. 
 
 11. Operator’s shall not become involved in “road rage”.  If aggressive 
drivers are encountered pull over to the right lane or the side of the road and allow 
them to pass. 
 
 S.  Traveling Safely 
 
 1. If a vehicle becomes disabled, call for help on a cell phone or display a 
white flag on the antenna as a request for help.  Require identification of strangers 
who offer assistance. 
 
 2. Keep all doors locked, park in well lit areas and have the vehicle keys 
ready to enter the vehicle. 
 
 3. When approaching a vehicle, observe any persons in the vicinity and 
their activities 
 
 4. Employees shall provide their supervisor with a trip itinerary. 
 

5. All employees shall ensure that their vehicle is equipped with a first aid 
kit, fire extinguisher and winter survival kit (when conditions warrant) and that they 
are aware of their contents and locations in the vehicle. 

 
R.  ATV Safety  

 
1. Supervisor approval is required prior to operating an ATV for WDA 

business. 
 

 2.   All WDA employees shall attend and successfully complete the WDA 
“Basic ATV Use and Safety Training” course prior to operating an ATV for the 
Department of Agriculture. 
 
 3. All employees shall obtain and wear a properly fitted and approved 
helmet and other PPE as required prior to any use of an ATV. 

 

APPENDIX B 
Wyoming Department of Agriculture 

Technical Services Division 
HEALTH AND SAFETY RULES 
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 A.  General Safety Rules 
 
  1.   Employees shall follow the safety rules of any company or 
establishment at which an inspection is being performed.  This may include but is 
not limited to the use of eye protection, head protection or foot protection. 
 
  2.   Employees shall follow all additional safety procedures and 
guidelines as set forth in NIST Handbook 112 (Examination Procedure Outlines for 
Commercial Weighing and Measuring Devices) or other relevant procedures 
manuals. 
 
  3.   Employees shall understand the proper use, care and inspection 
of PPE that has been issued to them prior to the use of that PPE. 
 
  4.   Employees shall never knowingly place themselves in danger in 
order to conduct an inspection or while conducting an inspection. 
 
  5.   Employee shall have the right to not perform or complete an 
inspection if they feel that the conditions present at the establishment 
(environmental, mechanical or otherwise) represent a hazard to their safety. 
 

B.  Apiary Inspections
   
 1. Employees performing Apiary inspections shall be properly fitted with 
standard bee inspection PPE. 
 
 2.  Employees shall understand the proper use and care of such equipment 
prior to performing any inspections. 
 
 C.  Grain Warehouse Inspections 
 
 1. All employees performing grain warehouse inspections shall wear and 
use fall protection PPE when climbing ladders above 10 feet. 
 
 2. Employees shall be properly fitted for such PPE and understand the use 
and care of the equipment prior to use. 
 
 D.  Tank Rack Meter Inspections 
 
 1.   All employees performing tank rack meter inspections shall wear 
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proper hand and eye protection while performing inspections. 
 
 2.   All available equipment shall be used to ensure that proper grounding 
is achieved. 
 
 E.  LPG Meter Inspections 
 
 1.   All employees performing LPG meter inspections shall wear proper 
hand and eye protection while performing inspections. 
 
 2.   All pressurized connections made for the inspection shall be checked 
for leakage by the employee prior to conducting an inspection using a commercial 
leak detection fluid.  
   
 3.   A leak inspection shall be performed anytime lines or hoses are 
disconnected and reconnected. 
 
 F.  Pesticide Applicator Inspections 
 
 1.   Employees performing pesticide applicator inspections shall wear 
disposable nitrile gloves when needed to ensure that chemicals do not contact skin.  
Disposable gloves shall be worn for a maximum of one inspection. 
 
 2.  Employees shall wear appropriate eye protection when handling 
pesticide containers that have been opened. 
 
 3.   Standard EPA safety guidelines for pesticide inspectors and inspections 
shall be followed when applicable. 
 
 G.  Medium and Large Capacity Scale Inspections 
 
 1.   Employees performing medium and large capacity scale inspections 
shall wear safety shoes or boots that are marked and rated "ANSI Z41 I/75 C/75” or 
higher. 
 
 2.   Employees shall never walk under a suspended load nor allow a 
suspended load to be passed overhead at any time during the inspection.  This 
includes the process of loading and unloading of test weights. 
 
 H.  Vehicle Tank Meter (VTM) and Gas Pump Inspection 
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 1.   Employees performing VTM and gas pump inspections shall wear 
proper hand and eye protection while performing these inspections. 
 
 2.  Disposable gloves shall be worn for a maximum of one inspection.  
Reusable gloves shall be cleaned of all excess fuel prior to storing. 
 
 I.  Nursery Stock Inspections 
 
 1.   Employees performing nursery stock inspections shall contact 
establishment management prior to conducting an inspection to ensure that no 
pesticide treatments have been made which may be harmful to the inspector. 
 

APPENDIX C 
Wyoming Department of Agriculture 

Consumer Health Services Division 
HEALTH AND SAFETY RULES 

 
 A.  General Safety Rules 
 
 1.   Employees shall follow the safety rules of any company or 
establishment at which an inspection is being performed.  This may include but is 
not limited to the use of eye protection, head protection or foot protection. 
 
 2.   Employees shall understand the proper use, care and inspection of PPE 
that has been issued to them prior to the use of that PPE. 
 
 3.   Employees shall never knowingly place themselves in danger in order 
to conduct an inspection or while conducting an inspection. 
 
 4.   Employee shall have the right to not perform or complete an inspection 
if they feel that the conditions present at the establishment (environmental, 
mechanical or otherwise) represent a hazard to their safety. 
 
 B.  Bison Slaughter   
 
 1. Employees performing field ante mortem inspections shall conduct 
their inspections from inside an enclosed vehicle and shall remain in the vehicle for 
the duration of the inspection. 
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 2.  Ante mortem inspections performed on penned bison shall only be 
performed from outside the pen with all gates closed.  Employees shall never enter a 
pen occupied with bison to conduct an inspection.  
 
 3. Employees shall remain aware of various slaughter locations and 
ensure that plant personnel are aware of the employee’s location during all slaughter 
and inspection activities. 
 
 4. WDA personnel shall never assist with slaughter operations. 
 
 C.  Restaurant and Retail Food Inspections 
 
 1. Employees shall wear shoes in good condition which are equipped with 
a non-slip sole. 
 
 2. Employees shall be aware of hot and cold surfaces at each inspection 
location and protect themselves accordingly during the inspection. 
 

D.  Swimming Pool and Spa Inspections 
 
 1. Employees shall never enter an equipment room which has any amount 
of standing water on the floor. 
 
 2. Employees shall never open or adjust any equipment used to regulate 
pool or spa equipment.  If an inspection requires this type of equipment to be 
opened or adjusted the inspector shall require the establishment operator/owner to 
do so. 
 
 E.  Livestock Slaughter Inspections 
 
 1. Employees shall remove themselves from the slaughter area whenever 
firearms are being used to euthanize an animal. 
 
 2. Employees shall wear hearing protection anytime a “splitting saw” is 
being operated or during any other time that the inspector anticipates a sudden loud 
noise. 
 
 F.  Dairy Inspections 
 
 1. Employees shall not assist with the movement or handling of livestock. 
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 2. Employees shall ensure that their footwear is appropriate to the 
conditions present at the inspection site to reduce the possibility of slips, trips and 
falls.  
 

 
 
 
 
 
 
 

APPENDIX D 
Wyoming Department of Agriculture 

Administration Division 
HEALTH AND SAFETY RULES 

 
 A.  General Safety Rules 
 
 1. Employees shall not use chairs, desks or any other office furniture to 
aid in reaching an item.  Only ladders in good working condition shall be used to 
gain access to out of reach objects.  
 
 2. Doorways, hallways and other walkways shall be kept free from all 
clutter and obstructions.  This includes boxes, waste bins and office 
equipment/furniture. 
 
 3. Proper lifting procedures shall be followed whenever lifting an object, 
regardless of size or weight. 
 
 4. File cabinets shall only be used with one open drawer at any time and 
shall have all drawers closed at the end of each use. 
 
 5. Movement of large items or items requiring overhead storage shall only 
be handled by two or more people. 
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APPENDIX E 
Wyoming Dept of Agriculture 

Wyoming State Fair and Rodeo Division 
HEALTH AND SAFETY RULES 

   
A. General Safety Rules 

 
 1. Employees shall understand the proper use, care and inspection of PPE 
that has been issued to them prior to the use of that PPE. 
 
 2. Employees shall never knowingly place themselves in danger in order 
to conduct any activity. 
 
 3. Employees shall have the right to not perform or complete any activity 
if they feel that the conditions present at the time (environmental, mechanical or 
otherwise) represent a hazard to their safety. 
 
 B.   Building Maintenance 
 
 1. Prior to entering any confined space employees shall take 
measurements to ensure that safe levels of oxygen are present in the space and that 
no other gases are present at harmful levels.  A trained observer shall be stationed 
within visual or audible range any time an employee enters a confined space. 
 
 2. Employees shall Lock Out/Tag Out all appropriate electrical equipment 
before beginning any electrical work. 
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 3. If at any time operations are deemed to be hazardous, appropriate 
signage around the work area shall be used to protect employees and the public. 

 C.  Custodial and Janitorial Duties 
 
 1. Employees shall read and understand all labels of cleaning and 
disinfecting chemicals before they are used. 
 
 2. Chemicals shall never be mixed, except as provided by instruction from 
a manufacturer.   
 
 3. Adequate ventilation must be available and used while working with 
cleaning chemicals. 
 
 4. MSDS’s for all products are available at the Maintenance Shop Office. 
 
 5. If at any time operations are deemed to be hazardous, appropriate 
signage around the work area shall be used to protect employees and the public. 
 
 6. Proper eye and hand protection shall be worn when using cleaning or 
disinfecting chemicals. 

 D.  Event Set-up and Tear-down. 
 
 1. Employees will be instructed in proper lifting techniques and shall use 
those techniques during event set-up and tear-down.   
 
 2. Employees shall be observant for their safety and others’ around 
moving equipment used during event set-up and tear down. 
 
 3.  Only employees trained and authorized to operate equipment shall be 
allowed to do so. 

 E.  Landscape Maintenance 
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 1. Employees shall receive will receive documented training and testing 
from the Wyoming State Fair Head Mechanic on all equipment and machinery prior 
to use.   
   
 2. Any damage or problems with any equipment or machinery shall be 
reported to the Mechanic as soon as possible.  Damaged equipment and machinery 
shall not be operated. 
 
 3. When operating equipment or machinery employees shall constantly 
observe their surroundings for hazardous situations to ensure their personal safety as 
well as the safety of the public and any livestock present at the Wyoming State 
Fairgrounds. 
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APPENDIX F 
Wyoming Department of Agriculture 

Natural Resource & Policy Division 
HEALTH AND SAFETY RULES 

 
 A.  General Safety Rules 
 
 1. Employees shall not use chairs, desks or any other office furniture to 
aid in reaching an item.  Only ladders in good working condition shall be used to 
gain access to out of reach objects. 
 
 2. Doorways, hallways and other walkways shall be kept free from all 
clutter and obstructions.  This includes boxes, waste bins and office 
equipment/furniture. 
 
 3. Proper lifting procedures shall be followed whenever lifting an object, 
regardless of size or weight. 
 
 4. File cabinets shall only be used with one open drawer at any time and 
shall have all drawers closed at the end of each use. 
 
 5. Movement of large items or items requiring overhead storage shall only 
be handled by two or more people. 
 
 6. Employees shall never knowingly place themselves in danger in order 
to conduct any activity. 
 
 7. Employees shall have the right to not perform or complete any activity 
if they feel that the conditions present at the time (environmental, mechanical or 
otherwise) represent a hazard to their safety. 
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 B.  Field Safety Rules 

 
 1. Employees shall have completed All-Terrain Vehicle Safety Training 
and observe all pre-trip inspections and instructions before utilizing and All-Terrain 
Vehicle in the field. 
 
 2. Employees shall use all proper safety equipment pertaining to the job 
being done, i.e. hard hats, steel-toed shoes, and fire retardant clothing. 
 
 C. Horse Safety Rules 
 
 1. To utilize a horse in the field, Employees must first obtain approval 
from Division Manager. 
 
 2. Employee must have an understanding of the job to be done and 
knowledge of the terrain being covered. 
 
 3. Employee must understand their riding ability and know the animal 
they will be utilizing. 
 
 4. Prior to the Employee using a personally owned horse and trailer, the 
Employee must file the following documents with the Wyoming Department of 
Agriculture: 
 

a. Any certification specifically needed for the area into which the 
employee is travelling, including but not limited to: Certificate of Veterinary 
Inspection, Coggins test, applicable Movement Agreements, Etc.  b. 
Brand inspection 

  c. Proof of current trailer registration 
  d. Copy of Employees drivers’ license 
  e. Employee shall complete and sign the Wyoming Department   
 of Agriculture Use of Personal Horse Memorandum of    
 Agreement. 
 
 5. Prior to the Employee using a horse owned by someone else, the 
Employee shall: 
 
  a.     Have the Animal Trustee or Owner sign the Wyoming   
 Department of Agriculture Waiver of Liability 
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  b.     Sign and have Division Manager and Administrative   
 Services Manager sign the Memorandum of Agreement for use   
 of a horse owned by another party. 
 
 6. Cell phone use while attending to or riding a horse is prohibited. 
 
 7. If it is necessary to ride at night on roads or highways, wear a reflective 
vest and carry a flashlight. 

APPENDIX G 
Wyoming Department of Agriculture 

Analytical Services Laboratory 
HEALTH AND SAFETY RULES 

A. General Safety Rules 
 

1. The Analytical Services Laboratory operates under the rules laid out in 
the University of Wyoming Environmental Health and Safety Manual 
(http://www.uwyo.edu/ehs/EHS_Manual_Table_of_Contents.html). 
 

2. Appropriate PPE must be worn while in the lab and when conducting 
all testing.  Refer to MSDS’s for chemical specific PPE. 
 

B. Procedures of Use for the Solvent Room 
 

1. Unlock and open door of Solvent Room and secure it open with hook 
on wall.  The door must remain open while working in the room.  DO NOT 
WORK INSIDE THE ROOM WITH THE DOOR CLOSED .   
 

2. Turn on light. 
 

3. Place the folding “No Smoking” sign outside the Solvent Room. 
 

4. Dispense solvents either inside the room or outside the room on the 
“porch”. 

 
5. When finished, return folding “No Smoking” sign to Solvent Room. 

 
6. Shut off light; the exhaust fan must be left on at all times. 

 
7. Check to make certain you have the key on your person.   

 

http://www.uwyo.edu/ehs/EHS_Manual_Table_of_Contents.html
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8. Close and lock door. 
 

C. Standard Fume Hood Use 
 

1. Conduct all operations which may generate air contaminants at or 
above the appropriate Threshold Limit Value inside a hood. 

 
2. Keep all apparatus at least 6 inches back from the face of the hood.   
3. Never put your head in the hood when contaminants are being 

generated. 
 

4. Do not use the hood as a waste disposal mechanism. 
 
5. Never store chemicals or apparatus in the hood. Store hazardous 

chemical chemicals only in an approved safety cabinet. 
 

6. Keep the hood sash closed as much as possible.  When in use, the sash 
must, when possible, be closed to at least the annual inspection label affixed by 
EHS or lower. 

 
7. Keep the slots in the hood baffle free of obstruction by apparatus or 

containers. 
 

8. Minimize foot traffic past the face of the hood. 
 

9. Keep laboratory closed (exception; some laboratory designs require the 
lab doors to be open). 

 
10. Do not remove hood sash or panels except when necessary for 

apparatus set-up; replace sash or panels before operating. 
 

11. Do not place electrical receptacles or other spark sources inside the 
hood when flammable liquids or gases are present.  No permanent electrical 
receptacles are permitted in the hood. 

 
12. Use an appropriate barricade if there is a chance of explosion or 

eruption. 
 

13. If the hood sash is required to be partially closed for operation, the 
hood shall be so labeled and the appropriate closure point clearly indicated. 
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14. If a power failure occurs, all apparatus in hoods shall be turned off 

until it is verified that the hood is operational again.   
 

D. Perchloric Acid Hood Use and Wash Down Procedures 
 

1. Follow all the guidelines for a standard fume hood. 
 

2. Use this hood only for the digestion of organic materials with nitric, 
sulfuric and/or perchloric acids.  Do not use this hood for making hydrochloric acid 
only digestions. 

 
3. Always keep the sash glass between your face and the material being 

digested. 
 

4. Closely monitor the heating and reaction rate of the materials being 
digested.  Increase the hotplate temperature slowly, as these reactions can get out of 
control rapidly.  Do not leave perchloric acid digestions unattended until you are 
sure they are stable and under control. 

 
5. It is generally NOT considered safe to take perchloric acid 

digestions completely to dryness. 
 
6. Allow digested samples to cool in the perchloric acid hood. 
 
7. Carry out all initial dilutions and heating to bring the digested material 

into solution in the perchloric acid hood. 
 
8. Use a damp cloth or damp paper towels to wipe down heating devices, 

reagents, wash bottles, tongs, etc. 
 
9. When you are finished remove all items from the hood, including 

samples, heating devices, reagents, wash bottles, tongs, etc., and make sure nothing 
is left on the floor of the hood or in the drain trough. 

 
10. Close the sash, turn off the fan and turn on the hood wash water.  

Allow the water to run for approximately 5 minutes, turn on the fan and open the 
sash about one inch for approximately 30 seconds then turn the fan off. 
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11. Turn off the water and allow about 5 minutes for the water to drain and 
then start the fan again.  Allow the fan to run for about 25 minutes with the sash 
raised about 6 inches.  Shut down the hood. 

 
12. Following the water flush, thoroughly clean any rag used to wipe up a 

perchloric acid spill with soap and water.  When the rinsing is complete, 
immediately dispose of the rag in the outside dumpster.  Do not place in the 
laboratory trashcans. 

 
13. Remember, perchloric acid can create a fire or explosion hazard 

when allowed to dry in contact with any organic material such as paper, cloth, 
rubber, grease and oil. 

 
14. The Perchloric Acid Hood will be washed down at the end of each day 

of use. 
 
15.    The Perchloric Acid Hood will receive a thorough wash down of at 

least 15 minutes each month.  In addition the interior of the hood will be wiped 
down with a wet sponge, cloth or squeegee. 

 
16. Annually, the exhaust stack and upper parts of the Perchloric Acid 

Hood will be visually examined. 
   
 

 


